
 
 

Marketing Coordinator – Job Description 

DEPARTMENT: Administration 
SUB DEPARTMENT: Marketing 
REPORT TO: President/CEO 

LOCATION: Cedar Rapids 
EDUCATION: 4 year degree or equivalent 
experience 
EXPERIENCE: 2 + years preferred  

 

BENEFITS: Short and Long Term Disability, Life, Health, Dental and Vision Insurance as well as a retirement 
plan. 
 

Position Overview 
Collaborate and execute client engagement and marketing plans for each of CCR’s lines of business both 
local and national. Provide writing and design support to the Marketing Department for both internal and 
external purposes. Manage and update the company website and social media outlets. A background in 
the technology field is a plus as well as previous work with a national client base. A strong writing 
background is also prefered.  
 

Responsibilities 
The primary focus will be on our Client Enagagement Initiative. This includes reposibilities like the 
following: 

• Seeking out and procuring client testimonials 
• Client gifts/Maintenance Campaigns  
• Develop and dissemenate Client Engagement Surveys, gather information and create action plans 
• Client education in collaboration with account representatives as needed  
• Work with business development representatives to help with cross selling  
• Advertising - to existing Clients 

Shared Responsibilities 
• Draft, edit and assist in the preparation and dissemination of a variety of promotional and 

marketing material in alignment with CCR brand standards 
• Assist with the planning and coordination of special projects and events 
• Marketing campaign coordination including development and tracking 
• Assist Business Development with support materials 
• Support Human Resources and Administration with internal communications 
• Provide ongoing development and maintenance of prospecting database and company research 

as needed for business development  
• Develop/Maintain relationships with outside vendors for printing and promotional needs 
• Determine timing of communications and marketing tactics in order to coordinate with CCR 

initiatives 
• Research, create, and update CCR’s wesbite and social media content 
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Additional Duties & Responsibilities 
• Responsible for entering time and expense in ConnectWise (our internal ticketing and time 

tracking system) as it occurs 
• Knowing and understanding the projects and duties of the other marketing coordinator so that 

projects can be easily kept running in case of sick days or vacations  
• Other duties assigned by the President/CEO 

 

Knowledge, Skills & Abilities Required 
• Must be proficient in the use of Microsoft Office and Adobe products such as InDesign, 

Photoshop, and Illustrator 
• Must be knowledgeable in the use of web content management systems  
• Must have sound project and time management skills 
• Highly organized with strong attention to detail 
• Must be able to effectively collaborate on projects with people inside and outside of CCR 
• Excellent personal, verbal, and written communication skills 
• Proven ability to make frequent, quick decisions that demonstrate good judgment. 

 

Work Environment/Physical Demands 
The work environment characteristics described here are representative of those an employee encounters 
while performing the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions.  
 
While performing the duties of this job, the employee is regularly required to talk or hear. The employee is 
frequently required to sit and/or handle or feel and reach with hands and arms. The employee is 
occasionally required to stand and walk. The employee will occasionally lift and/or move up to 25 pounds. 
Specific vision abilities required by this job include close vision and ability to adjust focus.   
 

Character Traits 
Integrity 
Adherence to moral and ethical principles 
Fortitude 
Mental and emotional strength in facing difficulty, 
adversity, danger or temptation courageously 
 

Good judgment 
Ability to make the best decision possible on the basis 
of an objective assessment of known information while 
resisting  influences of peer pressure 
Truthfulness 
Telling the truth, especially habitually 
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